Contract Schedule of Values (SOV)
Agency/Higher-Ed




Contract SOV Purpose

» Once the Contract has been approved in OAKS Cl, the
Contract SOV will be created. The SOV will consist of
Preconstruction Line Items.

» Note: If you have any pre con work provided by an
EDGE provider, the Subcontractor/Supplier declaration
must be approved in OAKS Cl prior to the SOV
submission.

» Workflow

Created by: Contractor = Submitted to: A/E Approval
— Sent to: PC Review—> Sent to: PM Approval




Roles & Responsibilities

» Contractor
» Creates the Schedule of Values (SOV)

» ldentifies work items that are provided by Subcontractors and Material
Suppliers

» Negotiates details of the SOV with the Associate (A/E)

v

Associate (A/E)

» Reviews the SOV submission
» Negotiates details of the SOV with the Contractor
» Recommends Approval

v

Project Manager (PM)

» Reviews the SOV record
» Requests clarifications and updates
» Approves the SOV record

v

Project Coordinator

» Reviews the SOV record
» Determines that EDGE participation is accurate




Getting Started

» Prior to submitting any request for payment,
the Contractor must prepare and have
approved a detailed Schedule of Values
(SOV) that clearly and accurately reflects the
costs of labor and materials including profit
and overhead for each item of work.




Create New Contract SOV
Record

» In OAKS CI navigate to:

» Logs -> Contract O
Schedule of Values

» Click New

» Select Workflow
(if necessary)
\




Enter Information into the Record

» Complete the Upper Form (General Tab)
» Everything with a Red * is required




Spreadsheet Method

» Utilizes an externally produced excel
spreadsheet that is imported into the SOV
record

» Recommended for larger projects with
numerous work requirements and SOV line
items




Navigate to Spreadsheet

» Step 1: Open Excel spreadsheet from website:
http://ofcc.ohio.gov

» Click- Documents Tab

» Click- Standard Forms
»  Click- Procurement Tab
»  Click- Oaks ClI Contract SOV Import Template- Contractor (Cloud)(Excel)

0AKS CI Contract SOV Import Template - AJE (Cloud) (Excel) 2015-NOV M140-05-CL
0AKS CI Contract SOV Import Template - AJE (K-12) (Excel) 2015-NOV M140-05-CI
0AKS CI Contract SOV Import Template - Commissioning Agent (Cloud) (Excel) 2015-NOV M140-06-CL
0AKS CI Contract SOV Import Template - Commissioning Agent (K-12) (Excel) 2015-NOV M140-06-CT
0OAKS CI Contract SOV Import Template - Contractor (Cloud) (Excel) 2015-NOV M140-02-CI
0OAKS CI Contract SOV Import Template - Contractor (K-12) (Excel) v0314 M140-07-CL
0OAKS CI Contract SOV Import Template - Owner Agent (Cloud) (Excel) 2015-NOV M140-08-CI
OAKS CI Contract SOV Import Template - Owner Agent (K-12) (Excel) 2015-NOV M140-08-CI
DAKS CI Contract SOV Import Template - Renovation Work (K-12) (Excel) v0314 M140-09-CL



http://ofcc.ohio.gov/

Enable Macros

» Step 2: Your Macros must be enabled to be able to
prepare this file.
» To check that your macros are enabled:
» Click the Windows Circle or File (depends on version of Windows)

» Click Excel Options or Options (depends on version of Windows)

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT
il —
S Cut Arial JJuocla s =E=2 % EewmpTe General
L By Copy - o
Pﬂfte ¥ Formatpaintery B 1 W E DA === &= EMegeliCenter - § - %
Clipboard [F} Font [F] Alignment [F} Num|
B1 - I
c D E
1 (Import BusingssProtess Record
2 |Note: Do not ghange column structure. Too add new lines, copy and paste the entire line to be repeate;
3
4 |WBS Code Code Description Short Description
5
6
7 [CE-00-00 Construction Execution Summary
§ |CE-01-00 General Requirements
9 [CE-01-IN CE Insurance
10 [CE-01-SB CE Surety Bonds surety bonds
11 [CE-01-SC CE Scheduling Services
12 [CE-01-PF CE Partnering Facilitation
13 [CE-01-MBL CE Mabilization Labr

N\




Enable Macros

» Click Trust Center-> Trust Center Settings

» Click Macro Settings
» Choose “Enable all macros”
» Check the “Trust access to the VBA project object model” box
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Enter Contract SOV Line Items

» Step 3:
» Include ONLY EDGE Subcontractors/Suppliers

» Note: If the Subcontractor/Supplier is EDGE, type (EDGE) next to your short
description

» Make sure to spell the name of the Subcontractor/Supplier EXACTLY the way you
spelled it on the Subcontractor/Supplier Declaration

=] M = M140-02-CT-Contract_SOV Impart_Template [Compatibility Made] - Excel = o O x
Home Insert Page Layout Formulas Data Review View Q@ Tell me what you want to do... Katie Tuttle
“D (X\ Arial -l - A A Nrap Text Genera Z AutoSum = p
Egy ~ - - Fill i
Paste B I U- A - Merge & Center Conditional Formatas Cell Insert Delete Format Sort & Find &

- y Formatting = Table~ Styles - € Clear~ Filter - Select =
Clipboard Font ) Alignment MNumber Styles Cells Editing ~
G26 - X « Jfe || Joe'sConcrete v

C D E F G H -
1 |[Import Business Process Records _
2 |Note: Do not change column structure. Too add new lines, copy and paste the entire line to be repeated.
3
4 |WBS Ceode Code Description Short Description Amount ($) Subcontractor/Supplier Notes
5 $13,000.00
6
7 [CE-00-00 Construction Execution Summary
8 [CE-01-00 General Requirements
9 [CE-01-IN CE Insurance
10 [CE-01-SB CE Surety Bonds
11 [CE-01-SC CE Scheduling Services
12 [CE-01-PF CE Partnering Facilitation
13 [CE-01-MBL CE Mobilization Labr Mobilzation Labor (EDGE) $8,000.00 Mac's Mobiles
14 [CE-01-MBM CE Mobilization Matl
15 [CE-01-TFL CE Temporary Facilities Labr
16 [CE-01-TFM CE Temporary Facilties Matl
17 [CE-01-LCL CE Lead Contractor Services Labr
16 [CE-01-LCM CE Lead Contractor Services Matl
19 [CE-01-CLL CE Closeout Labr
20 [CE-01-CLM CE Closeout Matl
21 [CE-01-0TL CE General Conditions Labr
22 'CE-01-0TM CE General Conditions Matl
23 [CE-FC-00 Facility Construction
24 [CE-FC-02L Existing Conditions Labr
25 [CE-FC-02M Existing Conditions Matl
26 |[CE-FC-03L Cancrete Labr Concrete Labor 55,00[}_00|Joe'5 Concrete
27 |CE-FC-03M Concrete Matl
28 [CE-FC-04L Masonry Labr

P e an

ContractScheduleofValues_interf admin (] 4 3




Adding Additional Lines

» Step 4: If necessary, add additional lines to the SOV spreadsheet
» Left click on the number of the line to highlight it
» Right click and choose copy

E = Excel
HOME  INSERT PAGE LAYOUT FORMULAS ~ DATA  REVIEW  VIEW ACROBAT
o ; Cut Arial Sln A == — ®- %‘Wrap Text General - D Normal Bad Good Neut|
By Copy r
Pa'ste %Forpr;at Painter B I U-~- B~ - A === &£ Merge&Center - 5% 0 W Fcour:niglunr:l' F?:E:'EE IZ' Explonatory ... Followed Hyp... Hypel
Clipboard ) Font ) Alignment [F] MNumber ] Styles
A19 - fil o
C D E F G H | J
1 |Import Business Process Records _
2 |Note: Do not change column structure. Too add new lines, copy and paste the entire line to be repeated.
3
4 |WBS Code Code Description Shert Description Amount ($) Subcontracter/Supplier Notes
5 $94.00
6
7 [CE-00-00 Construction Execution Summary
8 [CE-01-00 General Requirements
9 [CE-D1-IN CE Insurance
10 [CE-01-SB CE Surety Bonds surety bonds $25.00 bill's concrete
11 [CE-01-SC CE Scheduling Services
12 [CE-01-PF CE Partnering Facilitation
13 [CE-01-MBL CE Mobilization Labr
14 [CE-01-MBM CE Mobilization Matl Trucks Mtl $35.00
15 [CE-01-TFL CE Temporary Facilities Labr
16 [CE-01-TFM CE Temporary Facilities Matl Aral -1l - A A S % 0 B
17 [CE-01-LCL CE Lead Contractor ServicesLab B 1 = &~ A« 5 - 48 95 &
1 [CE-01-LCM CE Lead Contractor Services Matl
q 19 [CE-01-CLL CE Closeout Labr
20 [CE-01-CLM CE Closeout Matl
21 [CE-01-0OTL CE General Gonditions Labr
22 [CE-01-OTM CE General Conditions Matl
23 [CE-FC-00 Facility Construction
24 [CE-FC-02L Existing Conditions Labr
25 [CE-FC-02M Existing Conditions Matl Paste Special...
26 [CE-FC-03L Concrete Labr Insert $34.00
27 [CE-FG-03M Goncrete Matl '
r Delete
25 |CE-FC-04L Masonry Labr
29 [CE-FC-04M Masonry Matl Clear Contents
20 [CE-FC-05L Metals Labr E] Format Cells...
31 'CE-FC-DEM Metals Matl . _ Row Height...
32 |CE-FC-06L Wood Plastic and Composite Labi )
33 'CE-FC-06M Waood Plastic and Composite Matl 9%
34 [CE-FC-07L Thermal and Moisture Protn Labr Unhide
35 [CE-FC-07M Thermal and Moisture Protn Matl 12




Adding Additional Lines

» Step 4 (cont.):

» Right click on the line you want to be below the line you are inserting

» Choose insert copied cells

» Your line will show up above the selected line. You can edit the text in

the line as necessary

=] :
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

Excel

- E—‘ D Normal Bad
r

<90 o Conditional Format as @ Explanatory ...

Formatting = Table -

[F]

Good
Followed Hyp.

Styles

Neutral

Hyperlink|

ACROBAT
- —

&% Cut Arial u ca s =E=E % SwepTe General

ER Copy ~
Pafte ¥ Format Painter Iu - DA E=E= & F EMegeliCenter -+ $ - % 9

Clipboard 3 Font & Alignment 3 Number
Al8 - fr D

C D E

1 Import Business Process Records
2 Note: Do not change column structure. Too add new lines, copy and paste the entire line to be repeated.
3
4 WBS Code Code Description Short Description
5
6
7 CE-00-00 Construction Execution Summary
8 CE-01-00 General Requirements
9 "CE-01-IN CE Insurance
10 [CE-01-SB CE Surety Bonds surety bonds
11 CE-01-SC CE Scheduling Services
12 'CE-01-PF CE Partnering Facilitation

13 [CE-01-MBL CE Mobilization Labr

Amount ($)
$94.00

Subcentractor/Supplier Notes

$25.00 bill's concrete

14 [CE-01-MBM CE Mobilization Matl Trucks Ml $35.00
. 15 'CE-01-TFL CE Temporary Facilties Labr Arial
New line 16 [CE-01-TFM GE Temporary Facilties Matl
. 17 [CE-01-LCL CE Lead Contractor Services Labr

Wl” appear # 18 [CE-01-LCM CE Lead Contractor Services Matl
19 ICE-01-CLL GE Closeout Labr & Cut

above hel’e 20 :CE—01—CLM CE Closeout Matl Bz Copy
2 'CE—01—OTL CE General Conditions Labr % Paste Options:
22 CE-01-OTM CE General Conditions Matl P e
23 'CE-FC-00 Facility Construction D laos LA L2F (3 e
24 [CE-FC-02L Existing Conditions Labr
25 [CE-FC-02M Existing Conditions Matl
26 [CE-FC-03L Concrete Labr $34.00

27 [CE-FC-03M
28 [CE-FC-04L
29 [CE-FC-04M

Concrete Matl
IMasonry Labr

Clear Contents

X Masonry Matl Format Cells...
30 CE-FC-05L IMetals Labr _
31 [CE-FC-05M Metals Matl BowHeight..

32 [CE-FC-D6L
33 [CE-FC-06M
34 [CE-FC-07L
35 [CE-FC-07M
36 'CE-FG-08L

Wood Plastic and Composite Labr Hide
Wood Plastic and Composite Matl Unhide
Thermal and Moisture Protn Labr

Thermal and Moisture Protn Matl

Qpenings Labr
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Save the Spreadsheet

» Step 5:

» Name and Save the Spreadsheet- Very Important!
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Prepare Spreadsheet for Import

» Step 6:

» Make sure you have reviewed your spreadsheet with the A/E
and PM

» Click “Prepare Interface File”

c D E G

mport Business Process Records

\ote: Do not change column structure. Too add new lines, copy and paste the entire line to be repeated.

WWBS Code Code Description Short Description Amount ($) Subcontractor/Sup
$9,500.00

[CE-00-00 Construction Execution Summary

[CE-01-00 General Reguirements

CE-01-BE General Requirements Budget

CE-01-IM CE Insurance

CE-01-5B CE Surety Bonds

[CE-01-SC CE Scheduling Services

CE-01-PF CE Partnering Facilitation

[CE-01-MBL CE Mobilization Labr Sample Description $3,000.00

[CE-01-MBM CE Mabilization Mat!

CENd . TEI F Temnorary Eacilities | ahr

Microsoft Excel X|

Process complete. The File will now close.

This box will appear indicating the
file preparation is complete.




Import Spreadsheet

» Open the Contract SOV Record
» Click on the Contract SOV Details Tab
» Click Import
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Import Spreadsheet

» Click Browse

» Navigate to the “Comma Separated Values (CSV File)” of your
spreadsheet and select it

» Click Open
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Import Spreadsheet

» Click OK

Your spreadsheet will appear here[‘
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Review Imported Line Items

» When all SOV Line Item entries are imported:
» Review the SOV information summary in the Contracts SOV Detail Pane

» Verify that the total value in the Contract Amount Detail Block and the total
amount in the WBS Detail pane are equal and the Difference(S) value is zero
(0.00)
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Complete Contract SOV

» Go to Workflow Actions and select Submit

» The (To) field will auto populate once the Workflow Action is selected
» In this case, to the Associate (A/E)

» Click Send

= D
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Associate Approval Step

» Associate

» Reviews the record and performs one of the
following Workflow Actions:

» Recommend Approval: Approves the SOV
submittal from the Contractor

» Return for Clarification: Returns the SOV to the
Contractor for revisions or corrections

21




If Returned to Contractor:
Contractor Update Step

» Contractor: Provides
clarifications or revisions to
the SOV record and
resubmits it for another
review

» Review the Contract SOV
information

» Make corrections or Add
Attachments as necessary

» Individual Line Items
cannot be modified

» First copy the line item
(along with attachments)

» Make changes to the
copied line item O

» Click Remove to delete

the original line item /

22



Resubmit the Contracts SOV
Record

» After changes have been made, select Resubmit and click
Send to advance the workflow

» The record will go back to the Associate (A/E) for review

>
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PC Review Step

» Project Coordinator

» Reviews the SOV and annotates receipt of the
record

» Performs one of the following Workflow Actions:
» Recommend Approval: Forwards the SOV to the PM for
Approval

» Return for Clarification: Returns the SOV to the
Contractor for revisions or corrections

24



PM Approval Step

» Project Manager

» Performs one of the following Workflow
Actions:
» Approve: Approves the record

» Return for Clarification: Returns the record for
clarification, the submittal review and approval
process is repeated

25



SOV Approval Completion

» Upon SOV final approval, the Contract
Record will be opened by the Project
Coordinator and marked “Final_Approved”

» Once the SOV is “Final _Approved” pay
requests can be created.
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Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211

27
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